Equality impact assessment template

Step 1– scoping the equality impact assessment (EIA)
Building on the material included at the screening stage, you should begin the EIA by determining its scope. The EIA should consider the impact or likely impact of the policy in relation to all areas of our remit, including human rights. The EIA should be proportionate to the significance and coverage of the policy.

	Name of the policy

	
The Equality and Human Rights Commission Complaints Policy and Procedure


	What are the main aims, purpose and outcomes of the policy and how does it fit in with the wider aims of the organisation?

	
To set out how the Commission will deal with complaints and to explain how complaints may be made. This provides transparency for the benefit of complainants and Commission staff receiving and handling complaints and should therefore improve the efficiency of the complaints handling process itself. 

An  effective process for handling complaints should enable the Commission to identify shortcomings and failings and to take appropriate steps to improve. 


	List the main activities relating to the policy and identify who is likely to benefit from it

	The main activities relating to the policy will be receiving and processing complaints in accordance with the procedures set out in the policy. 



	What do you already know about the relevance of the policy? What are the main issues you need to consider?

	
Some things to consider:

· How is the policy likely to affect the promotion of equality in the areas of age, disability, gender, gender reassignment, race, religion or belief, sexual orientation, or human rights?

· How do you think that the policy will meet the needs of different communities and groups?

· What consultation has already been undertaken which is relevant to the development of this policy?

· Are there any examples of existing good practice in this area – such as measures to improve access to the policy among particular groups?

· Do you think that your policy presents any problems or barriers to any community or group?


Response:

-The policy itself should have no adverse impact on promoting equality. The  purpose of the policy is to enable people to let the Commission know when it gets things wrong and to have a process for the Commission to respond to those complaints. This should in turn enable the Commission to  improve the services where shortcomings are identified through complaints. 

-Consultation on the policy and its format has been undertaken within the Commission  and responses have been received from Commission officers in the Equalities and Public Sector Duties Team, the Communications Team and Information Management Team. Within these teams officers with specific expertise in respect of the Commission’s duties have responded and the Corporate Law and Governance Team has had regard to the comments received in finalising the policy document.

-It has been noted from the consultation exercise that members of the public could be placed at a disadvantage in terms of  access to the policy and making complaints if they have particular access requirements. To minimise any possible obstacles to accessing the policy, the policy will be formatted in accordance with the Commission’s Accessibility  Guidelines which are intended to ensure that documents are accessible for users with a range of access requirements. The Commissions publication team will check the policy to ensure consistency with house style and to prepare the policy for publication.

In addition the policy content itself indicates  that the Commission will be responsive to access requirements that may be brought to its attention by individuals  and will take reasonable steps to accommodate such  requirements.    Helpline contact numbers including text phone details are also set out in the policy document.

The policy will be available in Welsh as well as English and the web team will be asked to include a note on the relevant webpage as part of any explanatory text about the document to let people know that they can request the policy in other formats and languages.   



	What data, research and other evidence or information is available which will be relevant to this EIA?

	The internal consultation undertaken which is  referred to in the section immediately above (in this Step 1) provided information which has been noted in finalising the policy document.


	What further data or information do you need to carry out the assessment?

	None.





Step 2 – involvement and consultation
When considering how you will involve and consult other people in developing the policy, you need to think about internal and external audiences and all areas of our remit.

Response:

In the months of July/ August 2008, consultation on the policy and its format was undertaken within the Commission, and responses have been received from Commission officers in the Equalities and Public Sector Duties Team, the Communications Team and Information Management Team. Within these teams officers with specific expertise in respect of the Commission’s duties have responded and the Corporate Law and Governance Team has had regard to the comments received in finalising the policy document.

The consultation responses to the policy indicated that no specific adverse impact was identified in relation to race, equality or gender. However comments were received in relation to ensuring that the policy would be accessible to and the procedures usable by members of the public who might have disability or non disability related access requirements such as a need to have the document translated into a language other than English or Welsh, or to make the document accessible to those whose sight is impaired. 
The policy content itself indicates that the Commission will be responsive to access requirements that may be brought to its attention by individuals  and will take reasonable steps to accommodate such  requirements.    Helpline contact numbers including text phone details are also set out in the policy document.

The policy will be available in Welsh as well as English and the web team will be asked to include a note on the relevant webpage as part of any explanatory text about the document to let people know that they can request the policy in other formats and languages.   

 It is not considered that any impact on timescales in the policy for responding to complaints  will prejudice complainants so long as the delay is for justifiable reasons and the complainant is kept fully informed of any extension of timescales needed. The policy does indicate that complainants will be informed if timescales cannot be met and will be told when a response can be expected. 
To minimise any possible obstacles to accessing the policy, the policy will be formatted in accordance with the Commission’s Accessibility Guidelines which are intended to ensure that documents are accessible for users with a range of access requirements. The Commissions publication team will check the policy to ensure consistency with house style and to prepare the policy for publication.

It is understood that the Commission’s policies on publishing in alternative formats and languages  is due to go to SMT in due course as part of wider Commission work on accessibility. There is an ongoing process involving the publications team of developing and managing the publication of policies in various formats.   

	Please use the table directly below to outline any previous involvement or consultation which is relevant to this policy.

	Equality target group


	Briefly describe what you did, with whom, when and where. Please outline a brief summary of the responses gained and links to relevant documents, as well as any actions.

	Age
	See response above

	Disability
	See response above

	Gender
	See response above

	Gender reassignment
	See response above

	Race
	See response above

	Religion or belief
	See response above

	Sexual orientation
	See response above

	Human rights
	See response above


	What do previous consultations show about the potential take-up of any resulting activities or services?

	This will be the first time that the Commission’s policy relating to complaints will be published on the internet and intranet.




Step 3 – data collection and evidence

	What evidence or information do you already have about how this policy might affect equality in any of the areas covered by our remit, or human rights, and what does this tell you?

	Please cite any quantitative (for example, statistical or research) and qualitative evidence (for example, monitoring data, complaints, surveys, focus groups, questionnaires, meetings, interviews) relating to groups having different needs, experiences or attitudes in relation to this project. Describe briefly what evidence you have used.

	Please refer to the answer at Step 2 above which outlines the consultation undertaken and how issues arising out of the consultation have been addressed.


	What does available data tell you about the potential take-up of any resulting activities or services?

	No data available.


	What additional research or data is required to fill any gaps in your understanding of the potential or known effects of the policy? Have you considered commissioning new data or research?

	The consultation exercise undertaken which is referred to under Step 2 above is considered sufficient. No further research is planned.





Step 4 –assessing impact and strengthening the policy
What evidence do you have about how the policy will affect different groups and communities in relation to equality and human rights?

Response:

The policy itself should not have a negative impact in respect of equality, race, gender and human rights. The  purpose of the policy is to enable people to let the Commission know when it gets things wrong and to have a process for the Commission to respond to those complaints. This should in turn enable the Commission to  improve the services where shortcomings are identified through complaints. 

However a failure to have regard to access requirements that complainants might have arising from disability or non-disability related needs could disadvantage individuals. Refer to the response to Step 2 above which details the consultation undertaken and how the issues arising out of the consultation exercise in relation to access requirements have been  addressed. 

	How does/will the policy and resulting activities affect different communities and groups?

	Some things to consider:

· Is there any potential for, or known, adverse or positive impacts of the policy?

· You should consider how the policy might affect communities with small populations; people affected by discrimination in multiple areas of equality (age, disability, gender, gender reassignment, race, religion or belief, and sexual orientation); specific interest groups such as small businesses, voluntary sector agencies and other service providers.

· Are there examples of good practice that can be built on?

· You may wish to consider how the policy will be delivered or communicated.

	The policy itself should not have a negative impact in respect of equality, race, gender and human rights.  The  purpose of the policy is to enable people to let the Commission know when it gets things wrong and to have a process for the Commission to respond to those complaints. This should in turn enable the Commission to  improve the services where shortcomings are identified through complaints. 

However a failure to have regard to access requirements that complainants might have arising from disability or non-disability related needs could disadvantage individuals. Refer to the response to Step 2 above which details the consultation undertaken and how the issues arising out of the consultation exercise in relation to access requirements have been  addressed. 




	What measures does, or could, the policy include to help promote equality of opportunity?

	• For example, positive measures designed to address disadvantage and reach different communities or groups?

	
The policy is not specifically concerned with promoting equality of opportunity, however, the policy should not have a negative impact in respect of equality, race, gender and human rights. The  purpose of the policy is to enable people to let the Commission know when it gets things wrong and to have a process for the Commission to respond to those complaints. This should in turn enable the Commission to  improve the services where shortcomings are identified through complaints. 

However a failure to have regard to access requirements that complainants might have arising from disability or non-disability related needs could disadvantage individuals. Refer to the response to Step 2 above which details the consultation undertaken and how the issues arising out of the consultation exercise in relation to access requirements have been  addressed. 



	What measures does, or could, the policy include to address existing patterns of discrimination, harassment or disproportionality?

	
The policy is not specifically concerned with addressing discrimination, harassment or disproportionality, however the policy should not have a negative impact in respect of equality, race, gender and human rights. The  purpose of the policy is to enable people to let the Commission know when it gets things wrong and to have a process for the Commission to respond to those complaints. This should in turn enable the Commission to  improve the services where shortcomings are identified through complaints. 

However a failure to have regard to access requirements that complainants might have arising from disability or non-disability related needs could disadvantage individuals. Refer to the response to Step 2 above which details the consultation undertaken and how the issues arising out of the consultation exercise in relation to access requirements have been  addressed. 



	What impact will the policy have on promoting good relations and wider community cohesion?

	
The policy does not specifically promote good relations and wider community cohesion, however the policy  should not have a negative impact in respect of equality, race, gender and human rights. The  purpose of the policy is to enable people to let the Commission know when it gets things wrong and to have a process for the Commission to respond to those complaints. This should in turn enable the Commission to  improve the services where shortcomings are identified through complaints. 

However a failure to have regard to access requirements that members of the public may have arising from disability or non-disability related needs could disadvantage individuals. Refer to the response to Step 2 above which details the consultation undertaken and how the issues arising out of the consultation exercise in relation to access requirements have been  addressed.


	If the policy is likely to have a negative effect (‘adverse impact’), what are the reasons for this?

	Including direct or indirect discrimination.

	Please refer to response immediately above. The policy should not have a negative impact in respect of equality, race, gender and human rights.



	What practical changes will help reduce any adverse impact on particular groups?

	· For example:

Changes in communication methods, providing language support, collecting data, revising programmes or involvement activities.

· Have you considered our legal responsibilities under the Disability Discrimination Act, including treating disabled people more favourably where necessary?

	Refer to the response to Step 2 above which details the consultation undertaken and how the issues arising out of the consultation exercise in relation to access requirements have been  addressed.


	What evidence is there that actions to address any negative effects on one area of equality may affect other areas of equality or human rights?

	
No evidence.



	What will be done to improve access to, and take-up of, services or understanding of the policy?

	Some things to consider:

· Increasing awareness of the policy among staff.

· Reviewing your staffing profile to make sure you reach all parts of local communities.

· Encouraging wider public involvement in our work or communications activities.

· Encourage different groups, including disabled people, to get involved in what we do.

	The policy will be published on the internet and intranet with the intention of making it widely accessible to the Commission and members of the public. Access issues which may adversely affect individuals have been addressed and please refer to the response in Step 2 for details on this issue.
The Helpline staff will be aware of the policy so that they can handle queries that may be received on the helpline numbers specified in the policy document.



Please note that you may need to revisit this section once you have completed the policy development process.



Step 5 – procurement and partnerships
	Consideration of external contractor obligations and partnership working

	Is this project due to be carried out wholly or partly by contractors? If yes, have you done any work to include equality and human rights considerations into the contract already?

If you have, please set out what steps you will take to build into all stages of the procurement process the requirement to consider the general equality duties and equality more broadly.

Specifically you should set out how you will make sure that any partner you work with complies with equality and human rights legislation. You will need to think about:

· tendering and specifications

· awards process

· contract clauses

· performance measures, and

· monitoring and performance measures.

	Not Applicable.





Step 6 – making a decision
	Summarise your findings and give an overview of whether the policy will meet the Commission’s responsibilities in

relation to equality and human rights

	The policy will meet the Commission’s responsibilities as its purpose is to ensure that people receive a good standard of service from the Commission and have a means to bring to the attention of the Commission when this is not the case so that appropriate action can be taken to resolve any shortcomings and failings of the Commission exposed by the complaints made. 
The policy itself should have no adverse impact on race, equality, gender or human rights. Consultation on the policy has been undertaken internally within the Commission  and consideration has been given to how formatting and language might affect access of individuals with particular requirements. Detail on the consultation undertaken and how issues relating to access have been addressed is set out in the response to Step 2 above.    


	What practical actions do you recommend to reduce, justify or remove any adverse/negative impact?

	Please refer to the response in Step 2 above for detail on how access requirement issues are addressed in relation to the policy. 



Please note that these should be reflected in the action plan (see Step 8).

Step 7 – monitoring, evaluating and reviewing

	How will the recommendations of this assessment be built into wider planning and review processes?

	· This may include policy reviews, annual plans and use of performance management systems.

	
The policy will be looked at again to see how and the extent to which the recommendations of the assessment can be addressed. In addition it will also be built into the regular reviews of the policy and the Complaints register maintained by the Knowledge Officers.


	How will you monitor the impact and effectiveness of the new policy?

	· This could include adaptations or extensions to current monitoring systems, relevant timeframes and a commitment to carry out an EIA review once the policy has been in place for one year.

	The policy is not creating a new policy. It is simply setting out how the Commission defines complaints, the Commission’s standards for handling complaints, the two stage complaints procedure, and informing the public of how they should make complaints. Internal procedures and a complaints register have been established to facilitate and monitor effective compliance with the Commissions standards and procedures.


	Give details of how the results of the impact assessment will be published

	Publication will be in accordance with the Commissions policy for publishing EIA assessments. 



Step 8 – action plan

	Taking into consideration the responses outlined in Steps 1-7, complete the action plan below.

	
	Actions
	Target date
	Responsible post holder and Directorate
	Monitoring post holder and Directorate

	Involvement and consultation
	Consultation undertaken internally within the Commission in the month of July/August 2008. See response to Step 2 above for details.

	Completed 14 August 2008
	Thelma Stober, Director of Corporate Law and Governance
	Thelma Stober, Director of Corporate Law and Governance

	Data collection and evidence
	Responses received on consultation referred to above considered. See Step 2 above for details.
No data collection and evidence is otherwise applicable.


	See above
	See above
	See above 

	Assessment and analysis
	Responses received on consultation referred to above considered. See step 2 above for details.


	See above 
	See above
	See above

	Procurements and partnerships
	Not Applicable

	
	
	

	Monitoring, evaluating and reviewing
	Refer to response under Step 7 above. 
	In accordance with internal review procedures 
	Thelma Stober, Director of Corporate Law and Governance/
Ian Day, Director of Information Management  
	SMT
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